MEMORANDUN FOR: The Inspector General
SUBJECT: Function of the Chief Archivist _

1. In reviewing possible impingement and/or relationship
between this new function of (hief Archivist with the Records
Dispesition function undsr the pollgy control of the Records

Division of this Staff, there mre certaln facts
which will be useful to consider, both In the formulation of
the Chief Archivist function snd in the offfcial laying on of
his activities.

a. Under the function of Records Manspement wz work
out with ench office a determination of active and Inactive
records. With respect to the latter, we work cut 2 records
disposition schedule. This schedule specifies for each rec-
ord the length of time to be held in inactive status and
the point at which destruction is authoriged, If the record
{s ever to be destroyed.

~ b. In the case of records which are to be destroyed at
a specified time, we obtain, on a sanitized basis, from the
Mational Archivia$ and Records Service, approval for destruc-
tien. If a record s to be maintained permanently, there is
therady constituted in effect en archive. Therefore, the
trus archive within the Agency is a product of the foregoing
records disposition function. In effect, therefore, the
avchive, so to speak, is a part of the total body of inactive
recerds. All of these records are stored at the Records ,
Center in N i ® special and newly constructed buila- 25X1£

ing.

' ¢. Separate from the foregeing sre the vital materials
files. The criterion {s a record which in the event of
susrgency (a bomb being dropped on us) would be mssary
for the effective Mctioaiag of the Agency. Commonly,
plece of vital materials would not show in the other Reeords
Canter files.

d. When materisl goes into the Records Center, there {s

craated an Index, which index will show the resder the nature
of ecach series of records and thair location in the Center.
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¢. In the operation of the Records Center -
is to have these records svailable to no one sa’cc:;‘; gho:icy
mﬁtfi ;';f @om:i ernad, or to others only with the permission of
o ¢ concerned. Therefore, if interest
will impinge here, the proposed Agen his
function should eutlwrize his sccess. |

1. Ve can quickly work out with EENEENEEN = coop
Hn relationship to the dagree nesdful to satis§ his e
chmttrnumnasmgcttheehax-ur.
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